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16 Nece-ber 1952
STOCK CONTROL BRANCH EINRANDUM NO, 2
SUBJICT: Requisition Control Proesdure

I. Genexal

1. In order to effectively perform ths hmctiom of funishing
supplies and/or servieas, it is necessary that a requisition file be
maintained which will indieate the status of roquests received by
Stogk Control Bransh from tims of receipt of raquisiticna \mtil

_Q?& Fcllmp i‘metonavin invoive liaigson with

. Stoek Records Saation, Depot Opsrations Breanch, Puarshase Divisiom,

Transpertation Division, and any other element required to insure
expeditious ocompletion of requisitions.

2. A copy of all doscuments sunorting astion on the items
on a requisition must be filed or recorded in this folder. Sush
documonts will inelude the following:

2. Roquisitions (Processed or pbst__ed eopy) o

b Shipping Documants (Order and Property coples),

R Hxtracts.

Document No, ____

d. Purchase Instruments. Ne Change In Class,
: . - | 1] Deslassified :
8. Receiving Vouchers. fass, Changed To: TS §

irhsl
fe Not:l.cas of caneellation] Lael )5 79@_ 73 By:

go Department of Defsnse Shiming Docunents, e\

hs Other misecellanecus documents affecting the requi-
sition or any items theraon.

3. The Document “recessing and Control Section will maimtain
constant review of racuisition files, and will chack eagh line item
%o insure final aotion hns besn taken as requested.

2
CONFIPENTIAL
SECURITYfINFR AT TON
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L. Fequisition files ill be segrogated into tvo major
categories, viz; pending and completei files, No requisition.
files will be plmosd in comnleted sestion until a eareful review
has bsen made, end every item chsoked of? for completed aetion. -
Any duplieate or unnecessary copies of dosuwents ill be romovel
and destroysd. Individusl making this review will annctats
Polder "Complets, (date and initisls)® prior to physically plasing
folder in completed files. '

5 Réquiaitidns are dividad into soveral cétegorios, vies
8. Stock Ttems forv I:oca]. Deliverye.
b, Stock Items for ether than Lecal Delivary.
@¢. Furchass Items for Lecal Delivery. .
ds Purchase Iﬁgms for othor than Local Deliwryg'
e, Military Prooursment Items for Losal Délivoryo

£, Military Procurement Ikems for other than Lasal
Delivery.

. go Any combination of 5 (a), 5 (e), and 5 (°),°
he Any combinatiom af 5 (b); 5 (d), and 5 (£).

% (e). or 5 (g}, copy or coples signed by eonsignee will be
avidence of gompletion. -

6. To aoaplete requis:!.ﬁibns of catepories 5 {a), 5 (8),

7. To complete requisitions of categories 5 (v), 5 (a),
5 (£), or 5 (h), copy of shipping documents will be evidence
of gompletion. These may be Agency documents or llitary
Establishments documents, and in the case of Agency dosunsnbs,
they will include Order or Work coples, as woll as Finel o
Pink coples. ’

1I. Progedure

1., A1l requisitions will be scresmed for conpliance -with
sxigting prossdures governing preparation. Requisiiions not
properly prepared and authenticated will not be rogistered but
will be returned to originzting element. - Requisitjpus recelved,,
conforming to instrustioms, will be stamped, registered im Reqifi-
#ition and Voucher Register, and apnlicable voucher number ipo
serted in upper right hand corner of the document, 1altiply, -
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requisitions for samo dostination will be eonsolidated under ome
(1) vouchor muusbsr. Cargo mumbors will mot beused.

2:; Requisition folder, with voucher mmmber im:lca.tod therecn,
will bs prepured for each requisition.

- 3o Requisition vill be released to Stock Records Sestion,
and requisition folder will bs placed in requisition file in
voucher nuubder ssquencs. On copy of arigimal regquisition will
be retained in folder for refsrencs purposes.

Lo FProcessad copy of requisition, reseiwed from Stesk
Records Jestion, will be filed in requisition folder.

5. All dcoumente reaulting from requisition, will be
regorded oa requisition or filed in requisition folder.

é. Suspense to bo established om eagh roquiaition will be

. vegorded on 2 x § index cerd by date. The follow-up date will

be five (5) working days prior to required date. Cerds will be
indexsd by date and entries will be as follows: -

Vousher Number _Requisition Number _

Raouired Date _ —

7. On suspense date, all requisitions listed for that dete,
will be reviewed for status. Requisitions, which indicate action
completed will be marked "C" on index card. Requisitions which
indicate action not completed, will be held out. Neocessary
liaison with all activities involved will be conducted, and re-
sults indicated 2s "Remarke" on inside cover of folder. Cards
will then be reinstated under new date, on which it is expected
delivery will be completed.

Chief;, Stock Conitrol Branch
PSO/NJO'D1pb

- Distribution:
PSO
g
Transportation
DOB
SCB
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